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1. Employee Data

When you enter the “Employee” Menu, you will be able to access to the page that administer employee

data. By processing PAR/ONPA, Employee Data will be updated, and you will be able to use data for the
following.

New Employee Registration

Search Employee Data

Correct Employee Data

Review History of Personnel Actions
Name Change

a Human Resources Office - Japanese Automation System - Microsoft Internet Explorer

ﬂl 3 User Info.
: : Tser Mame
Regulation | ITestAdminUser
A ctivity
ITA e
Employee | - —— 3 ® Click “Employee”. ]
: Ihmjasm @itpmailitpne
L PR Login Timé ' :
Diocument | IM
Access Count

443

/3 Human Resources Office - Japanese Automation System - Microsoft Internet Explorer provided b

HREO Employee List (Party A)

| ( @Click “HRO Employee List (Party A)”. ]

\




1-1 New Employee Registration:
New Employee Reqistration:

Before preparing appointment PAR / ONPA, you must first register selectee’s basic information as
Employee Data, such as name, sex, and date of birth.

1. Go to the Registration Screen and Enter Employee Data:

[From Main Menu: “Employee” — Click “New Employee Registration” ]

3 Human Resources DOffice - Japanese Automation System - Microsoft Internet Explorer provided by RITSC

-
@ Click “New Employee

| . : . MNew Employves Registration | . .
Registration”.
earch Lntera tor mployee Data \
TTique Employee Mo | Current Employee Mo | Last Mame | First Mame
i Find | )
0 Records Hit

Modify Last First Unigue Current Date Of Daie Of Historical

Name Name Enp MNo. Enp Mo. Birth Hire List

3 Human Resources Office - Japanese Automation System - Microsoft Internet Explorer provided by RITSC

{ \
. . . . .| @ Enter only the Last and First
Exitl : 3 e S Name, Sex and Date of Birth.
|Iur_np to Last . . . . . . . \\ J/
MName Set > I
{ \
Last IMame First Mame Ifiddle IMame @ When you click “Name Set”,
[vorROSUKA - [TARo | : "Update” button will show up.
Py Date of Birth . - —— T : Click "Update” if everything is OK.
i ; | |(mm/dddyry) i ; R ; . \ J
hale =l : fo1701/1880 [
DR ae - Update Feset |
Rl Type Of Employee
|<Please Select Type Of Employee)j I_;,
Actl )
| TAITe st Activity | . . .
% The name will automatically be change to Capital
ct.

Letters even if you enter them in lowercase form.
Date of birth must be entered by mm/dd/yyyy
format and you must enter slash (/). An error
message will be displayed for incorrect entry.

| Ta1|Test Activinl =]




1-1 New Employee Registration:

2. Register an Employee:

Human Resources Office - Japanese Automation System - Microsoft Internet Explorer provided by RITSC
Last Name : YOKOSUI{.A. ~ |First Name TARO _ © [Middle Hame :
Sex:Dlale - |Date ofBisth: 01/01/1980 {Emp 1o
Category Type Of Employee :
Actl |
fact2 o
betd |
Actd: |
Actd |
£ctkey ;| |PdN o
F3.: e CE:
Job No: Job Title :
Categoty r [Bwt: ' |G-rade : ' Lad :
Step : : it Basic Wage : | : . |LAD Allovwrance :
Wi otk Place . . [Competitive Area: . Competitive Level :
Period of Employes : “|Ttial Period : « Sehedule Coltrol Mo Hours\Week: -
Starting Time Ending Time : Recces From : Recces To:
Diesignate Hon_Wods Day and Fest Dy © Work Day From : "Wotk Day To :
Intermittent : © Yes € No
Criaty of outside. schedule wotlweek hours % Y [ Yes Mo ;
‘ Update |, s T Elackl
P ’ Ve
@ Click “Update” when all is
entered correctly.
.

3 Human Resources Office - Japanese Automation System - Microsoft Internet Explorer

The Employee Registration Succeeded.

Please Click OK Button.

:ﬂ:'

( @ Registration is completed.
L Click “OK”.




1-2 Search Employee Data:

1-2 Search Employee Data:

1. Search Employee Data:

[From Main Menu: Main Menu — Click Employee]

3 Human Resources Dffice - Japanese Automation System - Microsoft Internet Explorer provided by RITSC

Exit 4 ] )
Now Emeioves Feaianan | @ You can find an employee
S ETPeyEE Te e by entering on or combination
Search Criteria for HRO Emplovee Data of the following:
Tnique Employee Mo, | Current Employes Mo, | Last Iame | First Mame < * Employee No. (Unique)
| | | | | | * Employee No. (Current)
25 258 Find * Last Name
0 Reckhedis Hit * First Name
q Last First Unigue Crrent Date Of Date Of Historical
MRy Name Narme Entp No. Efip No. Birith Hire List \ J

7

@ Click “Find” after entering a key word. ]

\

By clicking “Find” without any entry, you will be able
to see all employees’ data under your authorization.

3 Human Resources Office - Japanese Automation System - Microsoft Internet Explorer

[ cxice e [

i
:

MNew Employee Registration |
Search Criteria for HED Employee Data
Urique Employee Mo, | Current Employee o | Last Mame | First Matne
5 5 Find |
36 Record/s Hit
Modi Last First Unique Current Date Of Date Of Historical
dify Name Name Emp No. Exmp MNo. Birth Hire List
T T T T \ . )
cumei | e |2 ABEE = G B e : Search result will list 10
_“*““““"1Ul’c‘““’a _ : emp|oyees per page
SR v vy I

L [

q

. ]

cumrent | ime [BEE
s

|l«larm1al Update

:

RS

Cument | Hame [CCC
S

|Msmml Update

\ -

o

|

IS l

( Click this button to move

S

L to the next pate.




1-2 Search Employee Data:

From below list, you will be able to update Employee’s current Data, make changes to the name, and
view history of personnel actions.

<} Human Resources Office - Japanese Automation System - Microsoft Internet Explorer

New Emplovee Registration | :

Search Crteria for HEO Employee Data

Unicque Emplovee IMo. | Current Employee Mo, | Last MName | First IMame
| I I |
sk sk Find | sk
36 Eecordfs Hit

Last First Unique Current Date Of Date Of Historical
Name Name Enip No. Enp No. Birth Hire List

AAEEE s 97654321 (22403 1/1/1000
Tpdate
RS B o
Tpdate
— | = You fill be able to see
— the history of actions
= £ | from “View” field.
Updite
e OO ‘i | @
Tpde
DD b | @
Tpdate
J

You can make changes to the
name from “Name” field.

You can view and update
employee data from “Current”
filed.

When you can’t find employee data:
DON'T RE-REGISTER!! Contact HRO!!!

If there is err in Activity’s database, you may not be able to
view employee data.




1-3 Review/Correct Employee Data:

1-3 Review/Correct Employee Data:

[From Main Menu: Main Menu — Click “Employee”]

Exit

3 Human Resources Office - Japanese Automation System - Microsoft Internet Explorer provided by RITSC

Turrms to Last

MName Set |

Last Iame

First ITame

iddle IMatmne

[HEISES

[Hanako

Sex

Date of Birth
[ dedfyrryn)

Erip Mo

g

IFemaIe

[1/1/30

View IA” 'l

Update | | Feset

Category

Type Of Employee

|MLC

I

IPermanent

d

Actl

| TATest Activity =]

Act2

| TA1 Test Activity] = |

Act3

5.

Actd

1=l

Acth

[I=]

Actkey

| TATAT .

Pdlo

| TA-TA1-003

r

ES

U

CE

T

|ooo179

0201 +|

00010 x|

Tob Mo

"\ Tob Title

[oo1o

IAdministrative Specialist

Category

Erwt

Grade

Lad

jMLC

I

E

Step

Basic Wage

o1

Je1e700

Chlk‘Wage |

LAD Allowance ,

[1100

Work Place

I LS Fleet Activities, Yokosuka

[

Copy From Jokb Mo |

Competitive Area

Competitive Level

| Commander Fleet Activities, vYokosuka

Period of Employes
(rrnd vy

Trisl Period
(ran/dd /)

_|[Bchedule Coltrol Mo.

Schedule Set |

Hours/Weel

|40

Starting Time:
(hbumam)

Ending Time:
(b

Recces From:

(bt

Recces To:

(bt

[os00

[1645

[r200

[reas

Diesignate Mon_Work Day and Rest Day:

" Work Day From:

Worl: Day To

|Sat& Sun

-|M0nj

|Fr| j

Intermittent:

© Ves @10

Dty of cutside schedule worlweelk hours:

& Yes T 1o

Modified by Authorized Person (TAT/ HEO) Only.

A ctivity

; '|Orga.nizat10n

\

Each column can be corrected
as necessary.

Don't forget to click “Update”
to reinstall new data.




1-4 Name Change:

HRO will change employee’s hame upon receipt of a document requesting “Name Change”. Please also
contact us if there is a mistake in employee’s name.

1-4 Name Change:

[From Main Menu: “Employee” — Search Employee — Click “Name”.]

; Human Resources Dffice - Japanese Automation System - Microsoft Internet Explorer provided by RITSC

MNew Employvee Registration |
Search Criteria for HRO Emplovee Data
TTique Employee Mo | Current Emplovee Mo | Last HMame | First Mame
A Find | A
2 Recordfs Hit
Modify Last First Unigue Current Date Of | Date Of Historical
Name Name Emp MNo. Emp No. Birth Hire List
[ same [OKOHAMA HANAKO 430775 View

F—— L omRmers
Hame JYOKOSUKA - TARO 5 s 12412630 : View
L ommees

sl Updte

Currend
Currend

@ Click “Name”. ]
3 Human Resources Dffice - Japanese Automation System - Microsoft Internet Explorer provided by RITSC
Exitl
Jurm to Last
Current Name
Last Mame First Mame nliddle IMame
YOROSUKA | |TARO" e B
' ' [ ® Enter new name.
Changed Name ® §
Last Mame First Mame nliddle Mame
[rOoKOSUKA : |TARO |
I —
i : 5 : i : i E Update :
Tump to Top p -' : p s : p s : g : s
| @ Click “Update”.




2. PAR / ONPA

2-1 Create PAR / ONPA

1. Open PAR / ONPA Creation Screen:

[To enter this screen from Main Menu: Main Menu — Document — PAR Menu — New]

2} Human Resources Office - Japanese Automation System - Microsoft Internet Explorer

Exit | e Tser Info.

zer Mame
Regulation | ITestAdmanser

A ctivity

TA

Employee | Ifail Address
: IhrDjaSD‘I@itpmail.itp.ne

@ Lo ;Long]me— Lo {@Clickthe “Document”.]
st

Access Count
443

3 Human Resources Office - Japanese Automation System - Microsoft Internet Explorer

Exit e Tser Info.
PO Menu | Tger NMame

[TestAdminUser
|< T D I_cm [ @ Click the “PAR Menu”. ]
TA

0 henu ) . hfail Address .

Ihmjas[l'l@ltpmall.ltp.ne
Login Time ]
IE,-"3D,-"D4 3:56:00 Akd

Access Count
443

3 Human Resources Office - Japanese Automation System - Microsoft Internet Explorer

o )= : g : das i {@Click “New”. ]

Modify/Delete/Status

Listl
Flow Setting |




2-1 Create PAR / ONPA:
2. Select an Employee:

You must select an employee first before creating/processing PAR / ONP. You must refer to section “5-4,
How to register a new employee” in this desk guide to register those newly hired employees not having
their data in JAS.

Note for Mass Action:
First select an employee, although you are processing a single
PAR/ONPA that covers multiple employees.

3 Human Resources Office - Japanese Automation System - Microsoft Internet Explorer
f .
Exit -2 T 244 244 O) Yqu can find an employee by
" PERSONNEL ACTION REQUEST / OFFICIAL NOTIFICATION OF THA FERSONNEL ACTION - entering either one ora
Initistion combination of the following:
Employee Selection Page
Search Criteria for HEO Employee Data . Employee number (Unique)
Urigque Employee IMo. | Current Employee Mo, | Last IMame | First IMame < . Employee number (Current)
I LI I -Last Name
£l b (Fiﬂd | > ' P _ ' -First Name
0 Fecofdis Hit
¢ Last First Unique Cprrent Date Of Date Of
Selection | rome | Name | Fmp o Efp No. Birth Hire F Numher \_ )
( '
@Click “Find” .
v

(® When you click the employee’s name,
you'll be taken to the next screen.




2-1 Create PAR / ONPA:
3. Determining Request Number:

A PAR / ONPA request number is automatically assigned when selecting an organizational location.
You will not be able to assign numbers to those non-registered or non-authorized organizational codes.
PAR/ONPA request numbers will be renewed every FY.

3 Human Resources Office - Japanese Automation System - Microsoft Internet Explorer

" PERSONNEL ACTION REQUEST f OFFICIAL NOTIFICATION CF IHA PERSONNEL ACTION
Initiation
PAR FReguest Mo hanager Page

| Open Personnel Action Request Form : Reset |
Are you Sure?
oeh (Yesf) Nol A % Ve N
s Gk o EGiE A - | @ Select Command,
Dept., Div.
TA|Test Activity ¥
[TATestActiy 2| _— (You can select Actl ~ 5)

At / L )

[Tal[Test Activityl =] ST I
o 4 )

Act3 SV T ® Serial numbers will be

I ) [ LR AN 7 SIAY _ assigned to the lowest

Actd organization selected.
[1=] B \ J

Acts o] — N
[1= J e @ Click “Open

PAR Recuest Mo, Will Be._ - e i . Personnel Action
[TaTAT-027-2004 ' T L | Request Form”.
List of PAR Eepuest Mo, ---- FY 2004 \. 1 J
PAR Request No. Status Nature of Action Name 4 ] ] N\
TA-TA1-026-2004 Requested Clnge in Work Schedule Mass Action - Ses Attached Sheet @ Click “Yes” if
T4-Tal-025-2004 Requested " e\/erything is right_
TA-TAl-024-2004 Fequested A ppointment AAAEEE, & - Ms.

T4-T41-023-2004 Requested A ppointment
T4-TAa1-022-2004 ° Fequested : : 4 ppointment : S J
T4-TA1-021-2004 Requested 4 ppointiment
T4-TA1-020-2004 Requested 4 ppointiment
e —————




2-1 Create PAR / ONPA:
4. Enter Effective Date and Nature of Action:

PAR / ONPA screens are divided by each column.
First screen is for Effective Date and Nature of Action Column.

3 Human Resources Dffice - Japanese Automation System - Microsoft Internet Explorer

e .tl : i : 5 ; 5 ; / @ Enter Effective Date.
x|
Jutrmp to Last ; : : : : . ‘ : .'
PERSONNEL ACTION REQUEST / OFFICIAL NOTIFICATION OF IHA PERIQ Effective Date can be left blank or
Initistion changed at a later date.
PAR Input Page
REQUEST NUMEER : : . :
[Ta-Ta1-034-2004 . ~ i Massacion |
~ . . { \
UESTED EFFECTIVEDATE - DATE OF REQUEST : - .
Y =" e -t @ Select appropriate NOA
| e from the pull down list.
Hature of Action Regquested AddMOA | SetNoA | RessthoA |
. J
@ MLC CIHA : v N oA
Appaointment j [ . .

MMAME]| [DOE] | EMPLOYEENO]  N\L [ ) )
=] . |[vOKOSUKA, TARGH - Mr. | 10/10/70 | . @ Click “Add NOA” and click
= “Set NOA” if appropriate.

If you want to correct the
Update Bound [ To 7| Column entry, click “Reset NOA”.
Turnp to | Column All [Star] o~ _ =l L J
| i << | ‘ Update ' e | G
|]]@g to Top : o ——r o

@ Click Employee’s name.

[ ® Click “Update”. ] TIPS

To enter multiple NOAs, repeat @ and click
“Add” “Set” again.

IMPORTANT

@ YOU MUST CLICK AN EMPLOYEE'S NAME in the first column before update.
You will receive an error message stating "Please Click Employee List” if you don't.
Click employee’s name and Update when error message appears.

@ Before leaving each column, you always need to click "Update” and make sure
that the data is updated. Otherwise, you will be repeating entries.

11



2-1 Create PAR / ONPA:

5. To Move to the Next Column:

There are two ways to move to next column. You can move one by one, or move directly to the column
you need to go.

A. To move one by one:

; Human Resources Office - Japanese Automation System - Microsoft Internet Explorer

|]u1_n-g to Last
PERBONNEL ACTION REQUEST f OFFICIAL NOTIFICATION OF IHA PERSONNEL ACTION
Initiation

PAR Input Page
REQUEST NUMEER _ : : :
| TA-TA1-034-2004 . : | i ' 5 ' MassAction |
FEQUESTED EFFECTIVE DATE 7 . DATE OF REQUEST : : ;
| (9721704
Natuse of Action Requested AddMNOA | SetNoa | Resethoa |

&MLC CIHA _ _
IAppDintment j .
[MAME] | [DOE] | [EMFLOYEE NOJ
=l - [[rOKDSUKA TAROH-Mr. [10/10/70 |
El

Update Bound [ To x| Column

TugmNColurnn All [Star] _ A~
i [LL4 ) | Update | i | ( 33> ) &

Ture to TR . « . Id
You can move to next

column by clicking “<<<”
and u>>>u.

\

B. To move directly to the column you need to go:

2} Human Resources Office - Japanese Automation System - Microsoft Internet Explorer

IAppDintment

[ |

[MAME] | [DOB] | [EMPLOYEE NO]

Appo int,m;ent, . ;I
=
Tpdate BounleD =l cotumn ( )
ﬁ— Click “ ¥ to pull down menu.
Calumn 7 [TWPE OF CONTRACT AND EMPLOYMENT] N o
Hem | Column 8 [JOB TITLE, JOB NO. BWT, GRADE, STER, AND AUTHORIZED LAD]
— Column 9 [BASIC WAGE AND ALLOWAMNCES (Specify)] —w
= Calumn 10 [ORGANIZATION UNIT] r \
= Column 11 [INSTALLATION] v ] Select the column you need
name Calumn 12 [COMPETITIVE AREA AND LEVEL] d click
Sex Calurn 13 [YORK CONDITIONS AND SCHEDULE] @ to go and click.
Det Calumn 14 [REMARKS] L )
e Calumn 15 [APPROPRIATION DATA AND FS-UU-CE CODES] ]
= Calumn 16 [REQUESTED BY] —
ypeOfEmp S

12



2-1 Create PAR / ONPA:

6. Select Types of Employment:

3 Human Resources Office - Japanese Automation System - Microsoft Internet Explorer

|I urrp to L'a.st

FERZCHMEL ACTION REQUEST fOFFICIAL NOTIFICATION OF [HA FERZONNEL ACTION

Initiatiot
PAR Input Fage
REQUEST NUMEER : .
| TA-TA1-037-2004 | . £ _ ‘ MassAction |
REQUESTED EFFECTIVE DATE DATE OF REQUEST
[12/01/04 |ar21/04
Mature of Action Requested

AddNOA | SetNoA | Resetnoa |

®MLC CTHA
|App0intment

[

[ AME]

) . [DOE] | [EMFPLOYEE HO]
Appointment ;I

[

Update Bound | To 7| Column

Turmp to |CDIumn 7 [TYPE OF CONTRAWPLOYMEN'H j
£<< | Update et | b353
7. TYPE OF CONTEACT AWND EMPLOYME. <Flease Select Type Of Employee> vi
Tiem From |<Flease Select Type Of Employae>
Farmanernt
— Trial Period
Jump to Top

Limited Term - Initial
Lirmited Tenm - Extended
FPost-Retirement
|Special Tarm

Select Type of employment
from the list.

[ ® Click “Update”. ]

13



2-1 Create PAR / ONPA:
7. To Review Updated Information:

Updated data entered by clicking the “Update” button is shown at the bottom of the screen. When there
is a difference in the data saved in the “From” and the filed of “To” column, such fields will be highlighted
so that you will be able to make sure that new data is added.

2} Human Resources Dffice - Japanese Automation System - Microsoft Internet Explorer provided by RITSC
|Jut_ng to Last
PERZONNEL ACTION REQUEST f OFFICIAL NOTIFICATION OF [HA PERSONNEL ACTION
Initiation
FAR Input Page
REQUEST NUMEER ; i i F
| TA-TAI-037-2005 , .. 2 o : 5 " MassAcion |
REQUESTED EFFECTIVE DATE st : DATE OF REQUEST : : .
| [12/2/04
Nature of A ction Requested AddNOA | SetNOA | PesetNOA |
@ MLC ¢ IHA ) :
|App0intment j :
. . MAME]| [DOE] | [EMPLOYEE NO)]
IAppD"l rtment il Bl TARD - hr. |1
@ The updated column
Tpdate Bound | Ta = Column will be high”_ghted
Tumg to | Calumn 7 [TYPE OF CONTRACT AND EMPLOYMENT] _ | ‘é"i?fz?et:ceéebl;;een
‘ s g ‘ ; Update | -3 ‘ | _ “From” and “To".
|7. TYPE OF CONTRACT AND EMPLOYMENT | Trial Period =l
Tiem From To
TypefEmp Trial Period
|Jum9 to Top

14



2-1 Create PAR / ONPA:

8. Enter PD Number, Job Title, Job Number, Grade and LAD:

JAS will automatically update Job Title, Grade, LAD by selecting a PD number. Also, when PAR/OMPA is
authorized, a PD will automatically connect to the Employee Data. You can also enter each column
manually, but if a PD is not registered, it will not be connected to the Employee Data.

3 Human Resources Dffice - Japanese Automation System - Microsoft Internet Explorer provided by RITSC
PERZONNEL ACTION REQUEST / OFFICIAL NOTIFICATION OF [HA FERSONMEL ACTION
Initiation
FAR Input Page
REQUEST NUMBER - - - .
| Ta-TAL-032-2005 L s : " © MassAction |
REQUESTED EFFECTIVE DATE W L DATEOF REEQUEST . . .
[ : [T1723/04
Hature of & ction Requested Add NOA| SetMOA | ResetNOA |
& MLC CIHA
IP.ppointment ;I :
3l o 7 |RTAME] | [DOB] | [EMPLOYEE MO
|Appo"| ntmernt ﬂ YOROS KA, TARD - Mr |12
Tpdate Bound |T0 *l Column
Tump to |Oolumn g [JOB TITLE, JOBE MO, BWT, GRADE, STEF, AND AUTHOREEED LAD] LI
<< | : Updatel : y 3

r
8 I.OB TTILE, JOB NO., B'WT, GEADE, STEP}Q‘:) ATUTHORIZED LAT ) 1 @ click “"w” to select a PD
P Mumber 4{Please Select PD ND'UI number from the list.
Tob Mo <Please Select PD Mo.> L
TA-TA1-001

I TA-TA1-002
Category . [TA-TA11-001 [rade : LA

. TA-TA12-001 e
[ |ra-Ta12-002 . ]
Step 5 Extend Basic Wage ' 2 5 ! ~ |[LAD Altowance
——— #No Chk Wage |
I © Yes I I
| Iiem | From. | To
[patta ! [
|Categ0ry | - |
Bt | |

15



2-1 Create PAR / ONPA:

3 Human Resources Dffice - Japanese Automation System - Microsoft Internet Explorer provided by RITSC

PERSONNEL ACTION REQUEST / CFFICIAL NOTIFICATION OF [HA PERSONNEL ACTION

Initiation
PAR Input Page

FEQUEST NUMEBER : L 5 R
| TA-TA1-032-2005 . 8] 5 ‘ : B © MassAction |
REQUESTED EFFECTIVEDATE ¥ : DATE OF REQUEST g . g
| |11/29/04
Wature of Action Requested | AddNOA | SetNOA | Resethioa |
&MLC CTHA : :
IAppDintment j .

) ) [MAME] | [DOB] | [EMPLOYEE MO
IAPpo"lntment il - | el A, TARQ - Mr, 2

Update BoundITD | Colurmn
Tump to |CDIumn 8 [JOB TITLE. JOB MO, BWT, GRADE, STERF. AND ALUTHORIZED LAD] j

€<¢ ‘ Update | < ‘ >>>

8. JOB TITLE, JOB MO, BWT, GEADE, STEP, AND AUTHORIZED LAD

PD MNumber | TA-TA1-003 =
Tob Mo Tob Title )
o010 , |Administrative Specialist ]
5 : B! [Grad ol . | @ Job number, title and
ategoty ' 58 Pt 2 : grade are automatically
tLC |_1 : ||DE : [ : ' entered.
Step Extend  |Basic Wage LAD A_llowanﬂ
e Nk vage i

© Yes I I
Fro: To

16



2-1 Create PAR / ONPA:

9. Enter Step and Wage:

Wage will automatically be posted by entering a step. However, the program JAS does not calculate
wages for promotion, change to lower grade, or extended step. Please refer to the Wage Table for such

cases.

4} Human Resources Dffice - Japanese Automation System - Microsoft Internet Explorer provided by RITSC

PERZONNEL ACTION REQUEST F OFFICIAL NOTIFICATION OF IHA PEREONNEL ACTION

Initiation
PAR Inpt Page
FEQUEET NULEER . - :
| TA-TA1-032-2005 \ | - » ©_ MassAcion |
REQUESTED EFFECTIVE DATE DATE OF REQUEST 5 :
| ; "[T1725704

Hature of Action Requested

Add NOA| SetMNOA | ResetMNOA |

@ NMLC ¢ THA

I Appoint ment

|App0"| ntmernt

Ll

Tpdate BounleO =1 Colummn

Jump to |00Iumn 8 [JOE TITLE, JOB MNO., BWT, GRADE, STEP. AND AUTHORIZED LP.D]LI

L1 |

Updatel : ' 55

8. JOB TITLE, JOE NO., BWT, GEADE, STEP, AWND AUTHORIZED LAD

PD Mumber | TA-Ta1-003 =] :
Job Mo Tob Title
jootn |sdministrative Specialist
Category L IBWT . |Grade ; LAD
[MLC ' R @ . |B
Step Extend Basic Wage ' y : ! LAD Allowance
® Mo Chk Wage |
m @ Ves |21 6700 ° I
Tiem From Ta
rdfo ( ® Wage will show.
Cafegory
- Bt
Er I
@ Enter the step. Must @ Click “Chk Wage” .
be two digits.
== TIPS

actions.

Step can be entered manually or left blank.
You must calculate the appropriate wage and
enter it manually for “Detail” actions or placing
between steps (i.e, 04/05) such as “Change to
a lower grade for operational requirement”

17



2-1 Create PAR / ONPA:

10. Enter Language Allowance:

You may enter Language Allowance manually. Enter "0” or a four digits number.

/3 Human Resources Dffice - Japanese Automation System - Microsoft Internet Explorer provided by RITSC

PERZONNEL ACTION REQUEST f OFFICIAL NOTIFICATION OF [HA PERSCHMNEL ACTION

Initiation
PAR Input Page
REQUEZT NULMEER : :
| TA-TA1-032-2005 \ ‘ MassAciion |
REQUESTED EFFECTIVEDATE DATE OF REQUEST
| ; [T1729704

Mature of Action Requested

Add NOA| SetNOA | ResetNOA |

@ MMLC ©IHA

=l

IP.ppointment

|App0"| ntment

<o

Update Bound |T0 =] Coluran

- |BTAME] | [DOB] | EMPLOYEE MOJ
' A, TARD - Mr. |12/

Tump to |Oolumn 8 [JOE TITLE. JOB NO., BWT, GRADE, STEP, AND AUTHORIZED LHD];I

4L

< Updatel’

Fr¥

( @ Enter 0" or “1100”

L ~"6600" allowance.

8 JOB TTILE, JOB Mo, BWT, GEADE, STEF, pND AUTHOERIZED LAD
PD Mumber | TA-Ta1-003 H :
Tob e Job Title
jontn |Administrative Specialis
Category [BwT Grads LAD
[MLS Ai [05 E
Step Extend Basic Wage ' i ! LAT Allowance
—_— & 1o Chk ‘Wage |
ID'I & Ves |21E?UD I

Tem From To
Pdta
Categoty
Bt

[ @ Click “Update”. ]

18



2-1 Create PAR / ONPA:

3 Human Resources Dffice - Japanese Automation System - Microsoft Internet Explorer provided by RITSC

@ MLC CIHA
|Appointment
IAppD"l ntmént . ﬂ
| Tpdate Bound [To 7] Column
Tump to ICDIumn G[JOB TITLE. JOB MO, BWT, GRADE, STEP., AND AUTHORIZED LAD] j
<<€< ‘ Update | B ‘ b5 53

8 JCB TITLE. JOE NO., BWT, GRADE, 5TEP, AWND AUTHORIZED LAD
PL Number | TA-TA1-003 =l
JTob Mo Tob Title
[oo10 . [Administrative Specialist
[Category BwT . |Grade v FIEAD
MLC - [1 i |3
Step Extend  |pagic Wage LAD Allowance
———| &HNo Chk Wage |
o1 ves 216700 o

Liem. From To 3
Pdlis TA-TA1-003 \ @ All data is updated.
Category MLC d .
Bt 1
Grade 05
Step 01 \.
Lad 3
JobTitle Advumstrative Specialist
=5 [ o010
|Extantionstep | |D J
|Adjustmentstep | | £ d £
|Maxi.mmr|Step | |
[Ty 1o Ton

& MLC € IHA
|App0intment
IAppD"l ntmént . ﬂ
Tpdate BoundITC' =] Column @ Wage and Language
Tump to | Column 9 [BASIC WAGE AND ALLOWANCES (Specify)] =] Allowance can be
<« 1 Update | 55l 5o | verified by moving to
‘ _ ‘ © -] the next column.

|9. BASIC WAGE AND ALLOWANCES (Specify)

Ltem From Te
BasicWage 216700 1
Ladd Norwrance 0 J
it to Top
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2-1 Create PAR / ONPA:

11. Enter Working Hours:

3 Human Resources Office - Japanese Automation System - Microsoft Internet Explorer

Tpdate BoundITD =] Column

Tump to |CDIumn 13 [WORK CONDITIONS AND SCHEDULE]

<<« | & Update | | >>>

13 WORE CONDITIONS AND SCHEDULE _Fesst | @ Enter working hours
(Pr:i?g.d?rfEmp)loment (an;.ig;;iod ) Sehedule Control Mo, HoursWWeek and schedule.
| | | |40
Starting Time: Ending Time; Recess From: Recess To:
(hium]) (hhimam) + (kb ()
{0500 [1645 1200 1245
Designate Mon Work Day and Eest Day: “Worle Day From: “Worle Day To:
|Sat&8un IMDn 'l Fri =
Intermittent: _ © Yes & Mo
Duty of outside schedule worloeweek hours: & Teg O o { J

Tiem From To @ Click “Update” at the
Eerio i) bottom of the screen.
TralPeriad
Schedule CtlNa
HoursWeelk 40
StartingTime 0200
Ending Time 1845
FeccesFrom 1200 .
FRaccesTo 1245 .
Dird Sat & Sun
WorkDayFrom Mon
WorkDayTo Fri
[Intermittent [False [False
|Ir|termittentN |Fa]se |True
ot [Fatse [Trae
Jurnp to Top
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2-1 Create PAR / ONPA:
12. Clsoe PAR / ONPA Screen:

To close the PAR/ONPA screen after creating it, you need to click “Exit”.

Before closing the screen, make sure that all data is updated by clicking “Update”.

3 Human Resources Office - Japanese Automation System - Microsoft Internet Explorer

] @ Click “Exit” to close

lm_n-g to Last

L the screen.

FERSONWNEL ACTION REQUEST f OFFICIAL HOTIFICATION OF IHA PERSONNEL ACTION

Initiation
PAR Input Page
FEQUEST NULIEER F 2
| TA-TA1-034-2004 | s ‘ MassAction |
REQUESTED EFFECTIVE DATE . DATE DOF REQUEST g
| (372104

Mature of Action Requested

| AddNOA | SetNoA | Resetnoa |

@ MLC CTHA

IAppDintment

=

[ ME] | [DOE] | [EMPLOYEE NO]

2l . |[vOKOSUKA TAROH - Mr. | 10/10/70 |
=

TTpdate BoundITD =l Column

Tummp to | Column All [Star]

€< |

Tump to Top
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3-1 Flow:

PAR/ONPA is flowed to the next person by using e-mail, but you are not attaching the data to the e-mail.
The e-mail only shows the hyperlink address that stored PAR/ONPA data, and by clicking it, next person
will be able to open the data directly.

Basic PAR/ONPA flow is listed below. However, each activity can customize their own flow by adding or
deleting below steps.

[Initiator ] Can create, correct, cancel, delete and print PAR/ONPA.
l
[Requester] Can review, print, approve and disapprove PAR / ONPA.
Can't create, correct or delete PAR / ONPA.
|
[ Certifier] Can review, print, approve and disapprove PAR / ONPA.
Can't create, correct or delete PAR / ONPA.
1
[HRO] Can correct, cancel and print PAR / ONPA>
Can'’t delete PAR / ONPA.
l
[COR] Can review, print, approve and disapprove PAR / ONPA.

Can't delete PAR / ONPA.

Only the initiate or HOR can correct PAR/ONPA. When a requester or a certifier finds mistake,
PAR/ONPA must be returned to the initiator to make correction.
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3-2 Flow Setting:
3-2 Flow Setting:

1. Open Flow Setting Screen:

[From Main Menu: — Document — PAR Menu — Click “Flow Setting”]

; Human Resources Office - Japanese Automation System - Microsoft Internet Explorer

Exit | e User Info.

Uszer Name
Fegulation | ITestAdminUser

Actity

T

Employes | el Address
) o ) Ihrojasm@itpmail.itp.ne ; )
] pessdne o u [ @ Click “Document” . ]
Docurnert T W l
Access Count
444

/3 Human Resources Office - Japanese Automation System - Microsoft Internet Explorer

Exnl e Tser Info.
PD Manu | Tser Name

[TestadminUser | (
|‘ PAR: Menu | ; R L S — l @ Click “PAR Menu” . ]
P\"\‘II .

ITA
O Menu ) el &ddress
) ) Ihrajasm@itpmail.itp.ne
Login Time
IE,-"SD,-’D4 3:56:00 Akd
Access Count
443

3 Human Resources Office - Japanese Automation System - Microsoft Internet Explorer

rModify/Delete/Status

Flow Setting

f @ Click “Flow Setting”. ]

L
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3-2 Flow Setting:

VFlow Setting Screen:

a Human Resources Office - Japanese Automation System - Microsoft Internet Explorer provided by RITSC
Exit
A ctivity | s |
Select From |Se|ed Person | r
Login ID v [hawl - iTame - Sender “From” filed. ]
Title |
| -

Select To i |Se|ed Person x| | Add | |Internalj z
Logm ITr . . Lesel . .t . Mame . . J

|1 | | | Receiver “To” field. ]
Title | |
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3-2 Flow Setting:
2. Flow Setting:

From the registered users, select sender “From” and receiver “To".
You will be able to have multiple flows by repeating this process.

3 Human Resources Office - Japanese Automation System - Microsoft Internet Explorer

A ctivity * flTa ' |
Zelect From | T | Initiate | Test Adminllser =l
Login ID F TA | Initiate | Test AdminlUser 2 = T
D Ta| Initiate | Test AdminUsar! 3 Enkel
Ti 1 : | T4 | Initiate | Test AdminUsear 4 -|-Test AdminTser,  tewt |
= TA | Reqguested | Test ActReguest .
. . TA | Reqguested | Test ActReguest? . 4 (
Title TA| CO | TestActPMO | @ Select senders and
TA | Initials | TA Hrolnitials L receivers.
TA | Initials | TA Hralnitials2
TA| Initials | TA Hralnitials3
. ) TA | Initials | Test ActCertifiy L / \ )
Select To 2 % 1 [(eI00R L Peln Tnfolo hd ( Add |) | IInternan
LoginID .- . Level . g Nk i,
| | | ( @ Click “Add” to register
_ additional members.
Title |
Delete | UserID .« User Name . Sign. Level . Joh Title Flow :
TAR: Test ActRequest F.ecuested * |Test Act Requester - MNormal
TAZZ Test ActRequest2 Requested Test Act Eequester2 Mormal
TAZ Test ActCertifiy Trutials Test Aot Certifiv Mormal
g
@ Additional flow setting will be shown.
Repeat D~ @) for adding flow.
\. J/
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3-3 Flow

3-3 Flow PAR / ONPA:

PAR / ONPA:

; Human Resources Office - Japanese Automation System - Microsoft Internet Explorer

1. Flow PAR / ONPA:

elete | Hidel

= 31

Selected PARMnber 1z TA-TA22-004-2004 Mature of detion
- ‘Bignature Status:
Name 1 Level | Status | Sign. Date Input Date
Personnal Action Request List
| PAE Number | Dm OfWgquest | Effective Date |  Nature OF Action | Name | Status
[Ta-T4z2-004-2004 [ 252004 [ liasoo [ BEE.E - Mr. [ Bequested
Ta-T4211-001-2004 G004 2i1md Appointment Approved
T4 T4 15-004-2004 2004 117104 \Appointment Eemested
Ta-T4172-004-2004 271704 N/ DDD, D - s, Eemuested ||~
T4 T412-085-2004- 2/17104- LNgon - - DDD,D-Ms = & Bequested
T4 T411-005-2004 3/20M04 LIL/150N ==
T4 T411-004-2004 22004 L1100 A4ABBE, A - Ms. Requested
Ta-T4ll-001-2004 Si25md £ilmd Appointment TESTO3, TESTOS - My, Eequested
Ta-Til-039-2004 2/21m4 127104 "\ fippointment TOKOSTA, TAROH - My, Eequested
TA-TAl-056-2004 9i21m4 127104 i ' TOROSTTK 4, TAROH - Mr. Eequested '
Ta-T4l-057-2004 2i21m4 127104 FOROSTTK A, TAROH - Mr. Eemuested | .
Th.T.\\l.ﬂ"ﬁ.?ﬂﬂﬂ 2] 111200 AN B A N ) Mr w

@ Click request number. @© Click “Modify”.

3 Human Resources Office - Japanese Automation System - Microsoft Internet Explorer

|Appointment j 2 ) 2 ) >
; ; [MAME] | [DOE] | [EMPLOYEE NOJ & @ Click employee’s name.
Appointment ;l <
[ \ |
Update Bound [To x| Col ( _ _
T W —\ @ Click “W” for the list.
Tump to | Column Al [Start]

\

Column 7 [TYPE OF CONTRACT AND EMPLOYMEMNT]

Caolumn & [JOB TITLE, JOB NO., BWT, GRADE, STEF, AND AUTHORIZED LAD]

— Colurnn 8 [BASIC WAGE AND ALLOWANCES (Specify]]

= Caolumn 10 [ORGAMIZATION LINIT] e
Colurmn 17 [INSTALLATION] —

Ilname

Caolumn 12 [COMPETITIVE AREA AND LEVEL]
Sex Caolumn 13 PAYORK CONDITIONS AMD SCHEDIULE] 7
CDIumn 14 [REMARES]

1rr [t et A W

® Click "REQUESTED BY”
from the list.

Lo

ND F3-UU-CE CODES]

Column 16 [REQUESTED BY] I
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3-3 Flow PAR / ONPA:

a Human Resources Office - Japanese Automation System - Microsoft Internet Explorer

Exit
Jurng te Last
PERSONNEL ACTION REQUEST f OFFICIAL NOTIFICATION OF [HA PERSONNEL ACTION
i Modification i
3 FAR Input Page
REQUEST NULMEER :
|Ta-Tafozz2oo4 - 7 ] s o 3, MassAction |
REQUESTED EFFECTIVE DATE DATE OF REQUEST [ @ Select the "Receiver"
[12/1/04 |8/21/04 e from registered members.
Mature of Action Requested | ; Add NOA, | wﬂ | Reset NOA | l

EMLC CTHA : i e

IAppDintment / =l

L [NAME]| [DOE]| [EMPLOYEE HOJ
Lppointment =] I
[ |

Clear Update | | / Update Beund | To 7| Column | | 2
| Tumnp toICDIumn‘IE REQUESTED BY] o =l
| : <<<| y ( Update} : ‘ >33 :
SIGNATURE BLOCK - [ @ PAR/ONPA will flow
| Test ActCertifiy|Initials =l when you click "Update”.
EROUESTED BY 2
| i ; Signature History )

T Swmmwe | Gow | Dae
Test ActCerhﬁy Iml Test fict Certifly A etivityTserM onmal
Tiemn From To

Lname TOKOSTEL TOKOSTEL
Fname TAROH TAROH
Iiname 5 '
Sex ale - * e, Tlale
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3-3 Flow PAR / ONPA:

a Human Resources Dffice - Japanese Automation System - Microsoft Internet Explorer

Exit
Jump to' Last
PERSONNEL ACTION REQUEST / OFFICIAL NOTIFICATION OF IHA PERSONNEL ACTION
, Initistion :
3 PAR Input Page |
REQUEST NUMEER ;
| Ta-Tafoz92004 < ] e a1 €l MassAction |
REQUESTED EFFECTIVE DATE DATE OF REQUEST
J12/01704 (3721704
Wature of Action Requested | | AddNOA | SetNOA | Resetnoa |
FMLC CIHA ' '
|App0intment j p
[NAME] | [DOE] | [EMPLOYEE NO]
Appointment =1
=
| : . . Tpdate Bound_lTC' j Calumn :
| Turap to | Column 16 [REQUESTED BY] =l
: << | : Update | : | >3
SIGNATURE BLOCK
| Test ActCentifiy|Initials =
REQUESTED BY s
Slgnature History
| Meme | Le |  m#e | Smms | Ceow  [Dae
Test ActCertifiy Initials  |Test Act Certifiy Actrvity Uzerl onmal ’— @y
— =

@ Once PAR / ONPA is released, you no
longer able to make correction. You will
only view the status of signatures.

We are currently working on to install

“Recall Function”.




3-4 Receive PAR / ONPA:

3-4 Receive PAR / ONPA:

1. Receive PAR Signature Request:

Once a PAR / ONPA is processed to the next person (Flow), he/she will receive an e-mail. Mail will have
hyperlink address and the receiver can open PAR/ONPA.

2% PAR SIGNATURE REQUEST / PAR FLOW - Message (Plain Text) - US-ASCII = |E||5|

J Fil= Edit Wiew Insert Format Tools Actions Help |
JQ&&eply | % Reply o Al | W Farward | =] | b d ||:E > | * - ¥ - K @ -

From: hrojas01 @itpmail.itp. ne.jp Sent: Tue 9JZ8/2004 9:09 AM

To: I = f.navy il

o

Subject: PAR SIGMATURE REQUEST Jf PAR FLOWY

|I‘Ir..f1‘Is. Test ActReguest ;I
F¥ou had PAR signature redguest from

Letivity Th

HMNarme Test AdminUser

Please Check Your HEO JAS
http://hrojas.cnfj.navy.wil/HroJasTest01/HroJasVerify.asp?Jas0pen=Mail tRegi=157cDoc=PAR&DocNo=71

Contents below
Bedguest No => TA-TA2Z-004-2004

MNature of Action => Appointment G—

Date of Regquest => 9/20/04 A

Regquest Effective Date => 11/1/04 @ Hyperllnk Address.
Mare => BEEE, E - Mr. | 272704 | 23456789

[ PAR/ONPA information. ]

[ ]

2. Open PAR / ONPA:

/& Human Resources Dffice - Japanese Automation System - Microsoft Internet Explorer

File Edit ‘“iew Fawvorikes Tools Help

G=Back ~ = - E) ﬁ| iQisearch [EFavorites Media ¢4 | Eh- &b B -

Aaddress I-{] http:/fhrojas. cnfi.nawvy. milfHroJasTest01 fHrolasYerify, asp? JasOpen=mMail2R egi=153200c=P AR&DoCcH o

@ Click “Open Form” .

Open From
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3-4 Receive PAR / ONPA:

3. Approve PAR / ONPA:

Human Resources Office - Japanese Automation System - Microsoft Internet Explorer

Edit

File: Wiews Fawvorites Tools  Help

<= Back - = - @ Zat | @Search [Fe] Favorites @Media @ | %v =1 % -

Address |ﬂ§| http: ffhrojas . cnfi.navy, milHroJasTest01fDocument/PARSIgNMewD]  asp

4. Natare of Aetion Eequast

Chanes in Work Schedles and Changs in Wesk |- oqiest Effective Date

&, Date of Request

FD . Pogrdtion LA

e 1271104 @234
From: MLC 0 Mc 0 1H4 O [ et bnpbymant g c 0 Me 0 HA ©
Sarme
3. Toh Tifk, Tob Ho , B
Crads, fap Sarne

9. Barks Wag a2d Albwamine 3 . v
o 5 EBasic Wage: ¥Same- LAD: ¥5ame- |
10, O gands tion Tt c
FEUT-CE
Tk o Same
To: | fama-fame-fams
11 Twtiston. S i
KEER LEVEL 12 Competitie Ama Lol | p TR LEWEL
/ ana f

13 Work Conditions and Schedule:
A . Period of Employee : o

phtone f sl parid.

E. Trial Pericd : Iyvnam kimd 4 o trislgeriod mpb:,m.:,-ouﬁlhcom a
. Weekly Work Howrs : 40 Schedule Contl. Ho. :

Starting Time : Hi4 Ending Tirme : H/4 Fecess : 1200 - 1245
D. Desiznate Hon-Work Day and Rest Day: Dates designated by work schedule : Sat & Sun
E. Intermittent : Tes £ Ho ™

F. Dty of Chatside Scheduled Worloareek Hours : Tes ® o O ;
5. SEFARATION As prescribed under the MLC, the MC, and the [HA.

14 Femarks

15. Appropriation Data and F5-UU-CE Codes
F3-UU-CE : - - S

10, Fuqmikd By | figatom, Tif, +3d Plos Humber)
Test bctReqest

Test Aot Requaster 243--

17.20 01 Arorind Ba pmes st | Signats, i, axd Floza Humber)

Click ”Return to Initiator” for

disapproval or correction.

pr—————ttbiabiin] URE BLO CE
Flowr | | . | Concur | | Feturn to Initiator |
[amne Title 1 Status Sign. Date ut Date
[TestfpctRagest Test Act Requestar [Reequested. ! ] [siz3m4 2:51:00 PM

|@ Dong

@ ”Concur” for approval.

® Document will flow to the

next person by clicking "Flow” .

If you only click “Concur” and forget to click “Flow”
before existing, err message will appear.
You have to close the screen and re-start the process

from re-entering from hyperlink address.
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3-4 Receive PAR / ONPA:

2} Human Resources Office - Japanese Automation System - Microsoft Internet Explorer

=10l x|
File Edit Wew Favorites Tools Help
daBack » = - D @l @ search (G Favorites S Media Ql B S T
Address Iﬁj http: ffhrojas . cnfj.navy milfHroJasTest01 HraJasProcComp. htm j @Go | Links **
=
Human Resources Office - Japanese Automation System  <<<Process Cor

- =

|ﬂj Hurnan Resources COffice - Japanese Automation System << <Process Completel == |° Internet 4

—

® Once flow is completed, you will

not be able to re-enter to the program.
Close the screen.
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4. Printing

4-1 Print Set Up.

1. Set Up Excel for Printing Service:

WEB JAS uses Excel to print out PAR/ONPA. Please follow the process below to set up Excel.

Note) In some IT environments, only the System Administrators are permitted to perform the setting listed.
Please contact your IT specialist for setting Excel.

Right-click start menu to open Explorer. (for Windows 2000)
Select “Tools” from the toolbar and click.

Click “Folder Options”.

Click “File Types” tab.

Select “XLS” which is the short term used for Excel, and Click.

Click “Advanced” button.

Click to mark “Confirm open after download”.

Exit after clicking “OK”.

S@mooo0 oy

4-2 Printing

1. Open PAR / ONPA:

Entering from main menu:
Document - PAR Menu — List — Find — Search PAR/ONPA - Click PAR menu

; Human Resources Office - Japanese Automation System - Microsoft Internet Explorer

7

@ Click “Find”. ]

ﬂ| Rese Findl}

Act] | TATest Aclivity *
Act? [TATTest Activity1 =]

Act3 || =l
At || 'I
S || :I'
|2004
List of PAR Request Mo, ---- FT 2004
Hit Count = 33
FARINnemgil Latetod Kiieciue Nature OF Action Name i
Requesi| Daie
Chatize in Work Schedule and Change in  |Blass dction - See Attacled

T Tst, 1-040-2004 S02504 || 125104 Motk Sehedls o oheet’ Fequested | -
T T 1-039-2004 " | 221104 | 12104 |Appointment ] ;::[?KOSUM’ TAREH 2 "quuested
T.b-Ta1-038-2004 9721004 | 1271004 | Appointmment :{?KOSUKA’ Lol ‘Requ.ested
Tt T 1.037-2004 Q21004 | 1271404 | Appointment :J?KOSUKA’ T4ROH - Fequested
T4 -TAL-036-2004 92104 (17141900 I‘::I?KOSUKA’ TAROH,: Eeqested

@ Click “PAR Number”. ]

\

32



4-2 Printing:

2. Save PAR / ONPA in Excel:

Human Resources Office - Japanese Automation System - Microsoft Internet Explorer
File Edit Wiew Favorites Tools Help
GaBack ~ = - ) ot | Qi search [GeFavorites  GfMedia £3 | BN S B -

Address I’G;I] http: ffhrojas. cnfi.navy . milfHroJasTest01/Document [PARSignMNew01, asp

Frombrojas04 @itpmail itp ne. jp Tohrojas01hre @itpmail itp ne. 1p

ACTION REQUEST / OFFICIAL NOTIFICATION OF IHA PERS ONNEL ACTION

( . . ]
l @ Click “PAR Print Preparation”

1 Mame(Last, First - Mr.or Ms.) 14 Date of Birth " 3. Request Ho

TOROSUEA, TARCH - Mr. |10x10r?0 2. [dentification Ho- by 141 n35_2004

4. Mature of Action Request B 5. Request Effective Date 6 Diate of Request

Appointment 120104 , 2121104

Froni: MLC © MC ¢ 1HA © o el To. MLC & Mc 1HA ©
Permanent

5. Toh Tifk, Tob e, BT, Chaada,
T Same
P Ho. Poseiton LAD

2. Burks Wagn a2 ATl vgaang Basic Wage: "Same- LAD: "Same-

| Fpecifir)
100 Chrganition Thadt
FE-UT-CE
e 14k Same
To: famg-famn-fama .
11 Inetration 5 asite
BEEFR LEVEL 12. Compatithn hmua Lawal KEEPR LEVEL
/ fum L

13 Work Conditions and Schedule
A Period of Employee :

Human Resources Office - Japanese Automation System - Microsoft Internet Explorer

File Edit “iew Favoribes Tools Help
§=Ezck - = - &) ﬁ| Qi search  [GelFavorites 0 Media ®| Eh- 5 N E |

Address I’-G;'] http: fihrajas.crfj.navy .milfhrojastest0 L [Prink/ParPrint 3. asp

Save as Excel Farmat

® Click “Save as Excel Format”

PERSONMNEL ACTION REQUEST / OFFICIAL NOTIFICATION OF IHA PERSOMNEL ACTION
ABBEERGE/AEASERASNASERED S

Keep Kz rolce . Promp iy coll 2ny emor ko e alenlon ofyeur supendsce

For IHA employees, s Is an oflclal

| napmaryE. coey e Pt
T WARRE (L, FEE ot ) B X[ [reveT o
YOROSUKA, TAROH - Mr. . _ . b _T41-039-2004
+ WATURE OF AGTION REG UESTED MH@ots Some fileg can harm pour computer, |f the file information belav UATEOF REGUEST
looks suspicious, or you do not fully trust the source, do not open or narE
Appointment zave thiz file. 200409021
FROM: B |_X_|m.c l_luc l_lm I_Ium
File name:  TA-TA1-033-2004. 215 4 )
File type:  Microsoft Excel Worksheet [ @ Download message will
From: hrajaz.cnfl. nawy. mil be show up.
& Thiz type of file could harm your computer if it contains \. J/
malicious code. AD ¥
Would you like to opepdlafile or zave it to your computer? 7 \
oen | [[Eve I Y @ Click “Save” to store in
¥ Always ask bef thiz fpe of file: the approprlate location.
e == TEvEL
— . J
| | 0605
13O RK COND T NS AND ECHEDULE QUMAR-5 & UM
A.PERID OF BMPLOYVMENT SR wMMm Am o8 5 & L3 R Ry,
B.TRIAL PERKD ZmAM: Ipods e hired == & Nal pedod employee, you will become 3 pemar arl M percd .
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7-2 Printing:

3. Print PAR / ONPA:

Note) PAR/ONPA Form is being set at maximum margin to have enough space for entries.
When printing, click “Print Preview” on the “File menu” to see how the sheet will look.

[ @ Open the file you want to
print out and click “Print”.

050 B A-TA1-026-200
@ File Edit Insert Format Tools Data Window Help
NeHleh ad -~ |= 424 @2 2|~ -w LBz u|SEE=E8 %, W@
Al =| PERSONMEL ACTION REQUEST / QFFICIAL NOTIFICATION OF IHA PERSONMEL ACTION
AlB[C[D[E[F[c[H[1[J[K[L[M[N[o[P[a[R[S[TIUVIn X Y[Z[AJA[A{A[A[A[A{A[ATA{A[ATAA[AA[A{A[A]A]AATATATATAIE/EIE(EIE]
1 PERSONNEL ACTION REQUEST / OFFICIAL HOTIFICATION OF IHA PERSONNEL ACTION
2 ABPEEERES/ABESBROILAASEE ERE
=N Far Thiriran o i hizh aFf oot yaur emp layment. Kacp this natice. Framptly call any o rrar ta the attention of yaur ruporirar
= | M ABAR AR =N AL B RN CATETIn AN Eoy oA bk 2, S R B LS 3, MEERY M CRE Hh b L LS B L s e
T [1-HAME (Lart, Firet- Mr.ar M) B8 5. DATECF EIRTH £ B B Z.EMFLOTEE HO. 3 M 3 RERUEST N0, WA
6 |Mass Action - See Attached Sheet TAA, TA-TA1-026-2004
¢ [4HATUREGF DESTED W A Ik i B REGUES TEDEFF DATE ©.DATEOF RERUEST
o | AREmRAREE L2 L
9 |Change in Wark Schedule 200409020
1D FROM: B l_lMLC l_lMC uIHQ T.TYFE OF CONTRACT AHD EMFLOYMENT TO: |_|MLC |_MC |_|IHQ
[ RAEHELFARAN
= Same
i oA Same
BER WAE, WD, AEEE. WE, A RE LD
(1] Rl 11
17
II:I B AHD ALLOWANCES (Spocify)
— Lakpsoniss Basic Wage: ¥5ame- LAD: ¥Same-
=1 A Same
rau]
T From:
Z0 F=-UU-CGE
Fa] LY Samo-Fams-Same
Zv T ETALLATION
=0 | BEE
=] Same
L [AREA LEVEL 12. COMFETITIVE AREA AND LEVE FREA LEVEL
Ell MRS LT AN
32 Same Same
33 |12 woRK CONDITIONS AND SCHEDULE LM % # & J; TP S HEm
34 & PERIOD OF EMFLOYMENT LA mlm AR oM S B 5 & & 5] amy .
35 E. TRIALFERIOD Z& M MM : I youarc hired ar atrialperind employee, vou will became a permanent smployes upanruscossful completion of trial porind.
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